
Welcome to the FBI! 
 
This tutorial is designed to assist you with the completion of your Payroll, Benefits, and Retirement 
forms.  This tutorial will be discussing each set of forms in three separate segments. 
 
Payroll: 
The Payroll forms will be due upon your arrival at your Onboarding session. 
 
Benefits: 
Your Benefit forms are due within 60 days of your entry on duty (EOD), however, keep in mind that 
you will not have coverage under the Federal Employee Health Benefits Plan (FEHB) until you have 
submitted your election form(s). 
 
If you are transferring to the FBI from another government agency, without a break in service, your 
benefits will remain intact.  There will be no need for you to submit benefit election forms for health 
or life insurance. We recommend that you complete and submit your beneficiary forms as a 
safeguard, but that is strictly optional.  
 
Retirement: 
Your forms can be submitted at any time. 
 
Please note: all of your forms need to be completed with your official bureau name.  To find your 
official bureau name, please look at your appointment letter.  Your name as it appears on the 
appointment letter is your “official bureau name.” 
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Payroll Forms 
Before we begin, please print the Onboarding Forms Checklist and the twelve Payroll 
Forms. 
 
If you are ready – let’s begin. 
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The direct deposit form allows the FBI to deposit your pay directly into the account you 
designate. 
 
SF-1199A: 
Section 1: 
A. Name & Address 
B. Leave Blank 
C. Please write your Social Security Number (SSN) 
D. Check the box for checking or savings 
E. Account number 
F. Check the box for “Fed. Salary/Mil. Civilian Pay” 
G. Complete this box if you want to do an allotment.  If you want to split your pay into two 

separate accounts, called an allotment, you will need to complete a separate form for each 
account and label it as an allotment in section G. 

H. Sign & Date the form.  If you are using a joint account, only one signature is required. 
 
Section 2: 
Leave Section 2 blank 
 
Section 3: 
In this section, you will need to provide one of the three options below: 
1. Attach a voided check, or 
2. Have the form completed and signed by your financial institution, or 
3. Attach a direct deposit authorization from your bank’s website 
 
You are finished with the SF-1199A, please continue to the next slide. 
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The address form needs to be completed with your permanent address and should 
match the state in which you plan to claim state income taxes.  
 
If you are in transition (relocating or attending a training program for an extended 
period of time) we recommend that you use your previous address and update it when 
you reach your final destination or duty station.  

Onboarding New Employees - For Official Use Only 4 



The Federal Tax Form (W-4) needs to contain the number of exemptions you expect to 
claim.  Please read the instructions provided on the W-4 form for completion.  If you 
are unsure how many exceptions you should claim please visit www.irs.gov 
 
Don’t forget to complete section 3 and sign above line 8. 
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The payroll office requires that you complete your state specific tax form. You can visit 
http://www.statew4.com/ to retrieve the most current state specific tax form.  Again, 
the address on the AD-349 and the State tax form must coincide.   
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The FBI Employment Agreement outlines the rules and expectations of you as an FBI 
employee. Please read this agreement, keep a copy for reference, and bring with you 
the signature page completed with your official bureau name.  Again, your “Official 
Bureau Name” is your name as it appears on your appointment letter. 
 
Please do not sign the FBI Employment Agreement prior to your arrival.  Your signature 
will be witnessed by an FBI employee when you submit the form at your onboarding 
seminar. 
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The SF-256, Self Identification of Disability form, needs to be completed with any 
applicable disability . 
 
If you do not have a disability, enter the code 05. 
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Both questions on the SF-181, Ethnicity and Race Identification Form, must be 
completed.   
 
More than one option can be chosen for Question #2. 
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Every new FBI employee needs to complete the SF-144. The SF-144 form assists the FBI 
in giving you credit for any prior federal or military time as long as you are not retired 
military.   
 
Are you a new FBI employee and 1). You have no prior federal service and 2). Have no 
prior military service?  Yes or No 
 
If no, please mark ‘N/A’ anywhere on the form, sign and date.  You can move on to the 
next form. 
 
If yes, you are a new FBI employee with prior federal and/or military service, please 
read the following directions: 
 
Question #4 asks whether or not you supplied this information in the resume you 
submitted for this position.  Please check the correct answer.  If you checked “yes” the 
directions on the form say to proceed to section 8.  Please ignore that direction.  
Regardless of your answer in question #4, you will need to complete this entire form if 
you have prior federal and/or military service.  Some federal agency’s do not require 
that you complete this form, however, the FBI does require its completion.   
 
Indicate your prior federal service in section 5 and attach an SF-50. 
 
Indicate your prior military time in section 7 and attach the member 4 copy of your DD-
214. 
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If you are a new FBI employee and 1). You have no prior federal service and 2). Have 
no prior military service, you can move on to the next form. 
 
If you are a new FBI employee with prior federal and/or military service (but not 
retired military), please read the following information: 
 
You will need the document(s) listed on this power point slide to expedite the 
verification of your prior federal and/or military service.  Please bring the documents 
that pertain to your situation with you to the onboarding seminar.  The FBI wants to 
give you credit for your prior federal and/or military time as it pertains to your leave 
accruals.  The listed documentation assists with the validation process. 
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Are you a new FBI employee with no prior federal government service?  Yes or No 
 
If yes (you have no prior federal government service) please write your name and SSN 
on the first two lines.  Then mark “N/A” anywhere on the form.  You are finished with 
this form.  You can move on to the next form. Note: If you were an FBI intern who was 
unpaid, mark “N/A”. 
 
 
If no (you are a new FBI employee with prior federal government service) please 
complete this form.  This information is used to contact your previous agency to obtain 
your Official Personnel Folder (OPF). Note: If you were an FBI intern who was paid, 
complete this form. 
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The FD-173 only pertains to those employees who are transferring to the FBI from 
another government agency without a break in service.  This form assists the Benefits 
Unit with the transfer of your current health and life insurance elections.  
 
Are you a new FBI employee who is transferring from another federal government 
agency with no break in service?  No or Yes 
 
If no, please write ‘N/A” in the box that says, “Agency by which last Employed” and sign 
the form.  You are finished with the FD-173, please proceed to the next form. 
 
If yes, please complete the FD-173 with the enrollment code and health insurance plan 
you are bringing with you from your previous agency.  Also, please attach a Leave and 
Earnings Statement to document the coding. 
 
The same applies for the FEGLI program.  Please indicate which coverage you are 
bringing with you. 
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The FD-942 needs to be completed by every new FBI employee.  The purpose of the FD-942 is to ensure 
that all employees are coded correctly in the personnel database in the event that employees are called 
for active or reserve duty.  The FD-942 is completed differently depending upon the job that you were 
hired for in the FBI (Professional Staff or New Special Agent Trainee).  Please pay attention to the 
following directions to ensure accurate completion of the FD-942. 
 
If you are Professional Staff (everyone other than New Special Agent Trainees): 
 
1. Please complete Bureau Name, Date, SSN, and Office of Assignment (where you will be working). 
2. Mark “Current Professional Staff Employee” 
3. Check Appropriate Block for Uniformed Status.  Check box 0 if you do not have a military obligation. 
4. If you are not presently a member of the Reserves or National Guard, you must also check the box 

indicating such (grouped after the appropriate uniformed status boxes). 
5. If you do have a military obligation, please read all of the options and mark the appropriate block. 
6. Sign and date the bottom of Page 1. 
7. Ignore page 2 entirely. 
8. You are finished and can move on to the next form. 
 
If you are a New Special Agent Trainee: 
 
1. Please complete Bureau Name, Date, and SSN. 
2. Under Office of Assignment, please write your NAC Class number.  This is usually written as NAC 14-

XX.  If you do not yet know your NAC class number, you can add this info upon arrival at your 
onboarding. 

3. You will mark “Current Special Agent”  to the right of the office of assignment. 
4. Check Appropriate Block for Uniformed Status.  Check box 0 if you do not have a military obligation. 
5. If you are not presently a member of the Reserves or National Guard, you must also check the box 

indicating such (grouped after the appropriate uniformed status boxes). 
6. If you do have a military obligation, please read all of the options and mark the appropriate block. 
7. New Special Agent Trainees do not sign and date Page 1. 
8. On Page 2, only sign and date at the first available signature line, above “SIGNATURE OF SPECIAL 

AGENT”. 
9. You have completed the FD-942 and can move on to the next form. 
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Again, New Special Agent Trainees – you will sign and date the first available signature 
line above, “SIGNATURE OF SPECIAL AGENT”.  
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The I-9 helps us to confirm your eligibility to work in the United States. 
 
You will complete section 1 and sign. 
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Section 2 needs to be completed with either your passport information OR information 
from a photo ID AND birth certificate or social security card.  The next slide has a list of 
appropriate forms of identification. 
 
Certification will be validated and signed by one of our staff.  Ensure that the identifying 
information you use in section 2 is brought with you to your ONE seminar.  FBI staff will 
need to look at it to certify and validate your I-9. 
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Again, 
 
Complete section 2 of the I-9 with either your passport information OR something from 
list B AND something from list C.  The list above is not exhaustive of the forms of 
identification allowed.  For more options, please see page 9 of the I-9 instructions for 
full list. 
 
If you have questions about completing this form, please reach out to the HR Call 
Center for assistance 202-324-3333. 
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Congratulations.  This completes the payroll segment.  Remember, you will need to 
bring these documents along with your indentifying  information (passport, drivers 
license, social security card, voided check, SF-50, DD214, etc) with you to your 
onboarding session.  Staff from the FBI will be collecting these forms on the day of your 
arrival at your onboarding. 
 
Now, let’s move on to the benefits paperwork.  Remember, you have 60 days from your 
Entry on Duty (EOD) to submit your benefits paperwork.  Working for the federal 
government offers many wonderful benefits to include health insurance and life 
insurance options.  Take your time, do your research, and make the right choice for you. 
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You may also want to have ready on your computer FEHB Handbook 
(http://www.opm.gov/healthcare-insurance/healthcare/reference-materials/tabs/fehb-
handbook/) for available health plans.  The FEHB handbook provides all of the different 
health insurance plans that the federal government offers.  In addition, the FEHB 
handbook lists the prices for the different plans and also provides the code number for 
the plans.  This code number will be used to complete the health insurance election 
form SF-2809.  Keep the FEHB handbook open on your computer while you are 
researching plans and completing your forms.  You can print the FEHB Handbook if you 
wish, but it is over 130 pages.  A copy of the FEHB handbook will be provided at your 
onboarding.  We recommend that you keep the FEHB Handbook open on your 
computer as a reference, but, do not print the entire document. 
 
Another valuable resource in determining your benefits options is 
www.plansmartchoice.com.  PlanSmartChoice is a resource to help narrow down the 
best health insurance plan for you based upon your individual or family needs. 
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Your Federal Benefits are made up of more than just health insurance, as a federal 
employee your benefits package can include supplemental dental and vision, life 
insurance and an assortment of other benefits. 
 
The decisions you make with regard to these benefits should be carefully considered.  
Please take the time to use some of the resources covered in this tutorial to assist you 
in making your decisions. 
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Are you under the age of 26? 
 
If you are under the age of 26, you have the ability to stay on your parents health plan, but, 
check with their carrier to confirm.  If you elect to leave your parents health plan and enroll in 
your own health insurance plan, please remember that you will not be covered under the 
federal plan until the Benefits Unit receives your Health Benefits Election form SF-2809.  Your 
coverage will become effective the pay period following the benefits unit receipt of your 
election form.  However, you will still need to submit the SF-2809 form indicating you do not 
want to enroll.  (add link for the directions to fill out the form) 
 
Are you a new FBI employee who is transferring from another federal government agency 
with no break in service? “Yes” or “No.” 
 
If “yes,” all of your current coverage's (health, dental/vision, and life insurance) will remain the 
same.  You do not have the option to make changes to your elections at this time.  Please 
ensure you have submitted the form FD-173  in the payroll segment to assist the Benefits Unit 
with the transfer of your information.  You can make changes to your health and dental/vision 
elections during the next open season (in Nov/Dec) or if you have a Qualifying Life Event (QLE). 
To view QLEs, please see the FEHB handbook (http://www.opm.gov/healthcare-
insurance/healthcare/reference-materials/tabs/fehb-handbook/).  In addition, if you had dental 
and/or vision coverage, please contact Benefeds (www.benefeds.com)to inform them of your 
change in agency.  
 
If “no,” you will need to complete the benefits paperwork.  Again, keep in mind that you have 
60 days to make a decision.  Please use the resources at www.plansmartchoice.com and 
www.opm.gov/insure to help with your decisions.  The election you make is going to carry you 
through the calendar year.  However, if you have a Qualifying Life Event (QLE), you will have 
the opportunity to make a change outside of the open season (Nov/Dec). To view QLEs, please 
see FEHB handbook  (http://www.opm.gov/healthcare-insurance/healthcare/reference-
materials/tabs/fehb-handbook/) 
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There are a lot of federal health insurance plans and options available to you, so, take 
your time.  Do you want an HMO, a PPO, a National Fee-For-Service plan?  The 
resources listed will help you to learn about the different types of plans to make the 
best decision for you.  In addition to the online information already mentioned, you will 
have an opportunity to meet with one of our Federal Account Managers during your 
onboarding session at the Benefits 101 session.  He/She will break down the federal 
plan and hopefully answer any remaining questions you may have.  Be proactive and 
come to our Benefits 101 session with your questions. 
 
A Health Benefits Informational Fair is also provided for you during your onboarding.  
Several of the major carriers that are listed in the FEHB Handbook participate in the 
Health Benefits Informational Fair.  This is an opportunity for you to ask specific 
questions about their plans.  Please come prepared by doing your research ahead of 
time on www.plansmartchoice.com and www.opm.gov/insure.  This information is 
helpful for the SF-2809, not the other five benefits forms. 
 
So, if you are ready – lets begin completing the forms. 
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Have you decided which health insurance provider you want?  No or Yes. 
 
If “no,” okay, no problem.  Please continue to the next form.  Remember, you have 60 days to make a decision. 
 
If “yes,” you will complete the SF-2809 called the Health Benefits Election Form.   

 
1. Part A – Complete with all of the appropriate information for everyone who will be covered under the plan. 

If you are electing health benefits for your eligible family members please use the correct relationship codes. 
Relationship codes for each eligible family member (if applicable):   
 01- Spouse  17-Stepchild,  
 19-Child under age 26 10-Foster Child 
 09- Adopted Child 99- Disabled child age 26 of older who is incapable of self support because of 
a physical or mental disability that began before his/her 26th birthday.  

2. Part B – Leave blank 
3. Part C – Plan Name and Enrollment Code.  This information is found in the FEHB Handbook 
4. Part D – Event Code: 1A is the event code for a new employee.  Date of Event: This is your Entry on Duty (EOD) 

date.  
5. Part E – Leave Blank 
6. Part F – Leave Blank 
7. Part G – Leave Blank 
8. Part H – Complete: Signature, Date, Email Address, and Phone 
9. Congratulations, you have completed the SF-2809 and can move on to the next form. 
 
I am choosing to not enroll in the Federal Employees Health Benefits Plan…do I need to complete the SF-2809? 
Yes… 
1. Part A – Complete with all of the appropriate information for everyone who will be covered under the plan. 
2. Part B – Leave blank 
3. Part C – Leave Blank 
4. Part D – Leave Blank 
5. Part E – Complete 
6. Part F – Leave Blank 
7. Part G – Leave Blank 
8. Part H – Complete: Signature, Date, Email Address, and Phone 
9. Congratulations, you have completed the SF-2809 and can move on to the next form. 
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As a supplement to your health insurance options, you can choose to elect dental 
and/or vision coverage.  Enrollment in these plans does not require that you be 
enrolled in a federal health plan.  You can elect this as a stand-alone option or in 
addition to health coverage. 
 
Information on these plans can be found in your FEHB handbook. 
 
Just like the health insurance elections, you have 60 days to make a decision on dental 
and vision coverage. 
 
Enrollment in this supplemental plan is done online at www.benefeds.com or by calling 
them directly. 
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Life Insurance Election for the Federal Employees’ Group Life Insurance (FEGLI) Program 
 
Unlike health insurance, you are automatically covered under life insurance which is effective the day you EOD’d. 
 
The benefit that is paid to your beneficiary in the event of your death is your annual salary plus $2,000 rounded up 
to the next $1,000.  This benefit costs you $.15 biweekly per $1,000. 
 
Keep in mind that you are getting this coverage no matter what your current health situation – no questions asked.  
If you decide to waive coverage, there is no annual open season like health insurance coverage and there is no 
qualifying life event that will allow you to add the coverage if you waived it initially.  Transferees you will keep your 
same coverage, so if you waived at your previous agency, you are not able to add this coverage at this time. 
 
FEGLI does have open seasons, but they are rare – the last one was in 2004 and we have no way of knowing when 
the next one will be. 
 
There are several other options that you can elect to add if the basic coverage is not enough for your personal 
situation.  In order to determine how much these options will cost you biweekly, you will have to use the FEGLI 
calculator located on the OPM website (www.opm.gov/calculator/worksheet.asp).  The biweekly premium is going 
to be based on your salary, the options you choose, and your age. 
 
The optional coverages you can add are: 
Option A – an additional $10,000 worth of coverage on top of your basic salary 
Option B – multiples of your salary (up to 5 multiples) 
Option C – is family coverage which pays out a benefit to you in the event of the death of your spouse or children 
under age 22 
 
Again, the only way to know how much these options will cost you is to use the FEGLI calculator. 
(www.opm.gov/calculator/worksheet.asp) 
 
If you are signing up for the basic option, you do not need to turn in the SF-2817 form because you are automatically 
covered.  However, if you are electing any of the options, you must sign for the basic in addition to the options you 
choose. 
 
You have 60 days to make a decision and keep in mind that you can always decrease coverage's at anytime. 
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The designation of beneficiary forms will help the Benefits Unit know who and what 
percentage of your benefit you want distributed.  
 
Completion of the three Designation of Beneficiary Forms is not mandatory.  If you 
would prefer to go with the order or precedence (next page) you do not need to submit 
the three forms. 
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Order of Precedence: 

 Widow or widower 

 Child or children equally, and descendants of deceased children 

 Parents equally or to the surviving parent 

 Appointed executor or administrator of your estate 

 Next of kin who is entitled to your estate under the laws of the state in which you 

resided at the time of your death 
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If you do not want to use “Order of Precedence” as your designation of beneficiaries, 
please follow the example on this slide and the following information. 
 
Important Information about the Designation of Beneficiary forms: 
 
1. The information on the forms is in effect until you submit an updated form 
2. The forms need to be witnessed twice (anyone, other than the designated 

beneficiary, can witness the forms) 
3. Your designations must equal 100% and if you are listing a contingent beneficiary 

you must include the wording “if living’” and “otherwise to” 
4. Your forms must be legible with no alterations or corrections.  If you have made a 

mistake, you will need a new form. 
5. We recommend that you update your beneficiary forms with every qualifying life 

event, or, if you cannot remember who you have designated. To view QLEs, please 
see the FEHB handbook. 
 

If you are ready to complete the Designation of Beneficiary Forms…let’s begin. 
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SF-2823 Designation of Beneficiary Federal Employees’ Group Life Insurance (FEGLI) Program 
 
The FEGLI Designation of Beneficiary form determines who receives your life insurance. 
 
Section A: 
1. Name, DOB, SSN, check the block for “an employee” 
2. Department or Agency:  DOJ 
3. Bureau or Division:  FBI 
4. Location:  Washington, DC (every FBI employee puts Washington, DC) 
 
Section B: 
1. Your designations must equal 100% and if you are listing a contingent beneficiary you must 

include the wording “if living’” and “otherwise to” 
2. Your forms must be legible with no alterations or corrections.  If you have made a mistake, 

you will need a new form. 
 
Section C:  
1. Provide your mailing address and check the box for “Insured” 
2. Check all three boxes – not assigned, two people witnessed and did not name either witness 

as a beneficiary 
3. Sign and Date 
 
Section D:  
1. Obtain your two witnesses – anyone can be a witness as long as they are not the 

beneficiary 
2. Congratulations, you have completed SF-2823.  Please continue to the next form. 

Onboarding New Employees - For Official Use Only 30 



SF-3102 Designation of Beneficiary Federal Employees Retirement System (FERS) 
 
Section A: 
1. Name, DOB, SSN, check the block for “an employee” 
2. Department or Agency:  DOJ 
3. Bureau:  FBI 
4. Division:  Where you will be working 
5. Location:  Washington, DC (every FBI employee puts Washington, DC) 
 
Section B: 
1. Your designations must equal 100% and if you are listing a contingent beneficiary 

you must include the wording “if living’” and “otherwise to” 
2. Your forms must be legible with no alterations or corrections.  If you have made a 

mistake, you will need a new form. 
 
Section C:  
1. Obtain your two witnesses – anyone can be a witness as long as they are not the 

beneficiary 
2. “Receiving Agency Certification” -  Leave Blank 
3. Type or print your return address in the bottom box 
4. Congratulations, you have completed SF-3102.  Please continue to the next form. 
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SF-1152 Designation of Beneficiary Unpaid Compensation of Deceased Civilian Employee 
 
The Unpaid Compensation Designation determines who receives any annual/sick leave, time off 
awards, and/or pay that has not been paid to you prior to your death. 
 
Section A: 
1. Name, DOB, and SSN 
2. Department or Agency:  DOJ 
3. Bureau:  FBI 
4. Division:  Where you will be working 
5. Location:  Washington, DC (every FBI employee puts Washington, DC) 
 
Section B: 
1. Your designations must equal 100% and if you are listing a contingent beneficiary you must 

include the wording “if living’” and “otherwise to” 
2. Your forms must be legible with no alterations or corrections.  If you have made a mistake, 

you will need a new form. 
 
Section C: 
1. Obtain your two witnesses – anyone can be a witness as long as they are not the 

beneficiary 
2. “Receiving Agency Certification” -  Leave Blank 
3. Type or print your return address in the bottom box 
4. Congratulations, you have completed SF-1152.  Please continue to the next form. 
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The Employee Benevolent Fund is open to all FBI employees.  Funds are dispersed 
within three business days of your death, either $17,500 or $35,000 to your 
beneficiaries.  The cost is $1 per pay period for the $17,500 coverage or $2 per pay 
period for the $35,000 coverage.  
 
Enrollment and designation of beneficiary is completed online at Samba Plans 
(www.sambaplans.com).  The Employee Benevolent Fund forms are not turned in to 
the Benefits Unit…only online at www.sambaplans.com.  This is in lieu of form FD-863. 
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Are you a new FBI Professional Staff employee or are you a New Special Agent Trainee? 
 
Professional Staff: 
 
Congratulations, you have completed all of the benefits paperwork.  Please continue to the retirement segment. 
 
New Special Agent Trainee: 
 
As a new Special Agent Trainee, you have additional life insurance available to you.  The two additional insurance plans are called 
the Special Agents Insurance Fund and the Charles S. Ross Fund.  The form you will need to complete is the FD-253 Designation of 
Beneficiary Special Agents Insurance Fund and Charles S. Ross Fund 
 
The Special Agent Insurance Fund provides immediate funds to the designated beneficiary of any active Special Agent who is a 
member of the fund and who dies from any cause. This fund pays a $30,000  benefit within 48 hours of your death.  There is a $20 
initial assessment with periodic assessments of the same to replenish the fund as needed.  The $20.00 is deducted from your first 
paycheck. 
 
The Charles S. Ross Fund provides a benefit to the designated beneficiary upon the death of an active Special Agent should he/she 
be killed in the line of duty.  There is no fee for this fund. 
 
Important information about these two life insurance options: 
1. You have 60 days from your Entry on Duty (EOD) to enroll. 
2. If you chose to decline these life insurance benefit plans – you will NEVER be given an opportunity to enroll again. 
3. Qualifying Life Events (QLE) do not apply to these two plans and there is no open season. 
 
Completing the FD-253 form: 
 
1. Check the box to enroll. 
2. Complete – Official Bureau Name, SSN, Office/Division.  Put DOJ/FBI for Office/Division. 
3. Complete the section for Beneficiary information 
4. Check the box for “yes” or “no” about beneficiary information for the Charles S. Ross Fund. 
5. If you mark “no,” please complete that section with the correct beneficiary information and then sign and date the form. 
6. If you mark “yes,” please sign and date the form. 
7. Congratulations, you have completed the FD-253.  Please continue to the retirement segment. 
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Congratulations, this completes the Benefits segment.  The next, and last, segment is 
the Retirement paperwork. 

Onboarding New Employees - For Official Use Only 35 



 
If you are ready – lets begin. 
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In preparation for completing the TSP-1, the Election of Retirements Contribution Form, please open the Thrift Savings Plan (TSP) Summary 
Brochure located on www.tsp.gov on your computer. Please review your TSP Summary Brochure for a description of how the Traditional and Roth 
TSP differ and the various funds to which you can contribute.  Additionally, you can browse the TSP website (www.tsp.gov) for more in-depth 
information.  You will observe that the FBI matches your contributions in the Traditional TSP from 1% to 5%.  You can determine what percentage, 
or dollar amount, you want to contribute to your TSP.  Once enrolled, you have the ability to adjust or stop your contributions at anytime.  Upon 
hire, you are automatically enrolled at a 3% contribution in the Traditional plan. 
 
Do you want to keep your enrollment at 3%?  “Yes” or “No.” 
 
If “yes,” you do not need to complete the TSP-1 form, however we do like to have these forms on file. You may continue to the next form. 
 
If “no,” you will need to complete the TSP-1 form. 
 
Section I: 
1. Name 
2. Address 
3. SSN 
4. Phone Number 
5. Write DOJ/FBI 

 
Section II: 
6. Traditional (pre-tax) Contribution.  The traditional contributions will come out of your pay before income taxes are calculated; you pay income 

taxes on these contributions and their earning when you withdraw them. The FBI matches your contribution with the a traditional 
contribution.   

7. If you would like this option.  Please make your election in either percentage or dollar value. 
8. Roth (After Tax) Contribution.  Roth contributions are made from your pay after taxes, and the earnings grow in your account tax-deferred. 

Withdrawals of Roth contributions are tax-free. The FBI does match Roth Contributions, however the matching funds will be deposited in the 
traditional (non-Roth) account.  

9. If you would like this option.  Please make your election in either percentage or dollar value. 
10. You have the option of choosing both a Traditional and Roth Contribution.  One needs to be completed as a percentage and the other as a 

dollar value.  Combined, both contributions can not exceed the annual limit for contributions. 
 

Section III: 
If you do not want to enroll in the TSP, please complete Section III. 
 
Section IV: 
1. Sign and Date. 
2. Congratulations, you have completed the TSP-1.  Please continue to the next form. 
 
Your TSP account number and login will be emailed to you within your first two weeks of employment. 
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TSP-3 Thrift Savings Plan Designation of Beneficiary 
 
This four page form allows you to name your beneficiary for your TSP account upon your death.  You can use the Order of 
Precedence shown previously.   Upon completion, you will mail or fax the TSP-3 form directly to TSP.  You will need to wait 
until you receive your TSP account number (usually about two weeks after enrollment) before you can complete the TSP-3 
Thrift Savings Plan Designation of Beneficiary form. 
 
Do you wish to use the “order of precedence” for your TSP designation?  “Yes” or “No”. 
 
If “yes,” you do not need to complete the TSP-3.  You have completed the Retirement segment.  Please continue to the 
next slide. 
 
If “no,” you will need to complete the TSP-3.  Please keep in mind, there can be no alterations on the form and the writing 
must be legible.  If you need to correct something, please use a new TSP-3 form. 
 
Section I: 
1. Check the box for “Civilian Account” 
2. Name 
3. TSP Account Number – you will receive this account number in the mail about two weeks after you submitted your 

TSP-1 form. 
4. DOB & Phone Number 
 
Section II: 
Check this box if you want to cancel all previous beneficiaries.  Since this is a new account for you, this block will probably 

be left blank. 
 
Section III: 
1. Sign & Date 
2. Obtain two witnesses.  The witnesses can be anyone other than the beneficiary.  All four pages need to be signed and 

witnessed. 
3. Mail or fax the form to TSP. 
4. Congratulations, you have completed all of the forms for the Retirement segment.  Please continue to the next slide. 
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Important information about the forms: 
 
Payroll: 
1. All 12 payroll forms will be collected upon the day of your arrival at the ONE seminar 
2. Bring all of the completed forms with you to your onboarding 
3. Organize the forms in the order of the checklist 
4. Ensure you have all of the necessary documentation with you (voided check, valid identification, SF-50, 

DD214, etc) 
5. Make copies of the completed forms…should you desire a copy 

 
Benefits: 
1. You have 60 days to submit the benefits paperwork 
2. If you are prepared to submit them at your onboarding, please have them organized in the order on the 

checklist 
3. You will have an opportunity to submit the benefits forms on the day of your arrival and also on Tuesday & 

Wednesday of your onboarding week. 
 

Retirement: 
1. TSP-1 will be collected upon the day of your arrival at the ONE seminar and is listed on the forms checklist 
2. TSP-3 you will mail directly to TSP upon receiving your account number 

 
 

You are done!!!   
The ONE Unit looks forward to meeting you at your ONE seminar.   

Congratulations on your new job! 
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